ACQUISITIONS AND CONTRACT PERFORMANCE

PERFORMANCED BASED

KEY PROCESSES


SUBJECT:  Audit Body Interaction

NUMBER: 02-009

DATE: February 28, 2002

I. PURPOSE:


This process will provide the Acquisitions & Contract Performance (A&CP) office the means to consistently and reliably interact with the Inspector General (IG) concerning inquiries and audits.  This process also applies to inquiries or audits conducted by the General Accounting Office and other auditing/inquiring bodies.  This process provides the office with a mechanism to track and monitor the before mentioned audits.  Also this process establishes the A&CP Audit Tracking Point of Contact (POC).


II. RESPONSIBILITIES:
See the attachment for the various responsibilities.

III. DISCUSSION:
This process is limited to inquires and audits directed to the A&CP office.  If, at any time, an auditor makes inquiries to anyone in A&CP, please contact the POC in order for the POC to explore the intent of the inquiry.  This also applies to any inquiry outside the scope of a current audit.


IV. PROCEDURES:

Forecasting

1. A&CP POC coordinates annual discussion with IG to address the upcoming audits/reviews

a. Review Annual IG work plan document or other planning document

b. Prior to discussion with IG, solicit from A&CP Director any areas that the IG should consider auditing.

c. Share recommendations for potential audits with the IG at the annual discussion

2. If, anytime during the year, A&CP requires the IG to investigate a given area, the POC shall submit a request to the IG

Phase I – Audit/Review Initiation/Inquiry (See Attachment A-1)

1. A initial contact will be made by the IG to A&CP

2. The POC shall contact the IG to ascertain intentions of IG’s inquiry

a. The outcome the discussions with the IG could be an Audit or an inquiry

3. Inquiry

a. The POC will facility the resolution of the Inquiry by contacting the appropriate CO(s).

b. The CO(s) respond to the Inquiry with the appropriate data.

4. Audit (Entrance Conference Notification)

a. A&CP Director may receives from the CFO’s office an IG Notification Letter announcing an audit/review and a subsequent Entrance Conference

b. Director forwards letter to POC

c. POC analyzes content of Notification Letter

d. POC enters information into Audit Tracking System

i. Audit Tracking number

ii. Description

iii. Date of Letter

e. POC contacts IG prior to the Entrance Conference to:

i. Clarify objectives

ii. Obtain list of documents/data needed

Note: In writing, if possible

f. POC coordinates with the appropriate CO team

i. To share Notification Letter content, IG intentions and scope as ascertained above

ii. To have the CO team gather the needed documents/data

g. POC organizes and schedules entrance conference

h. CO presents the gathered documents/data to IG

i. Any follow-up for related documents/data required by the IG should take place directly through the appropriate CO

j. If the IG makes inquiries that the CO considers to be questionable or out of scope according to the Notification letter/entrance conference, the CO will forward the inquiry to the POC

k. The POC will contact the IG to reconcile the questionable information request:

i. Ascertain intentions of IG

ii. POC will seek clarification from the IG and relate the CO’s concerns as to why the request is questionable

iii. If the IG’s clarification does not resolve the request issue, the POC will facilitate discussions with the next appropriate higher level staff of A&CP and the IG

iv. If the IG’s clarification resolves the request issue, the POC will report the resolution to the CO

v. The CO will then respond to the Inquiry

Phase II – Draft Report (See Attachment A-2)

1. The IG issues a Draft Report of Findings to the Chief Operating Officer (COO).

2. The COO shall forward the report to the Chief Financial Officer (CFO).

3. The CFO shall forward the report to the A&CP Director

4. Director forwards Draft Report to POC

5. If CO or other receives a Draft report, he/she shall forward copy to POC

6. POC enters report data into Audit Tracking System

7. POC coordinates submission of Management Response to Draft Report with appropriate Contracting Officer team

a. The POC will provide a template for the response to the CO team

b. If the CO agrees with the recommendations, the CO/team shall prepare the Response template and forward it to the POC

c. If the CO disagrees with the recommendation(s), the CO/team shall prepare the response and forward it to the POC

d. If necessary, POC provides a Management Response due date reminder (tickler) to appropriate CO/other, based on a 30 day response timeframe

i. Reminder process

1. End of week 1, a tickler goes to appropriate CO

2. Middle of week 2, a tickler goes to appropriate CO and CO team leader

3. End of week 2, a tickler goes to appropriate CO, CO team leader and A&CP Director

e. The POC will forward the appropriate response to the CFO.  The CFO will obtain the needed signatures from the COO and the COO will forward the response to the IG

8. POC enters response data into Audit Tracking System

a. Date of response

b. Who responded

Phase III – Final Report (See Attachment A-3)

1. The IG issues the Final Report of Findings to the COO.

2. The COO shall forward the report to the CFO.

3. The CFO shall forward the report to the A&CP Director

4. Director forwards Final Report to POC

5. If CO or other receives Final, he/she shall forward copy to POC

6. POC coordinates meeting with appropriate people to discuss the recommendations and subsequent Corrective Action Plans (CAP) that are typically due 60 days after issuance of Final report

7. POC records assignments of CAPs and due dates in Audit Tracking system

8. POC provides reminders to appropriate CO for submission of the CAPs if needed

a. Tickler process

i. One month before due date, a tickler goes to appropriate CO

ii. Three weeks before due date, a tickler goes to appropriate CO and team leader

iii. Two weeks before due date, a tickler goes to appropriate CO, CO team leader and A&CP Director

9. POC forwards CAPs to CFO

10. CFO forwards CAPs to the IG

Phase IV – Audit Closure (See Attachment A-4)

1. The CO teams shall immediately execute the CAPs

2. The CO shall notify the POC as CAP Action Items are completed

3. POC provides CAP Action Item “due date” reminders to appropriate CO, if necessary, per item due dates.

a. Tickler process

i. One month before due date, a tickler goes to appropriate CO

ii. Three weeks before due date, a tickler goes to appropriate CO and team leader

iii. Two weeks before due date, a tickler goes to appropriate CO, CO team leader and A&CP Director

4. As CAPs are completed, the responsible CO shall forward copy of action item response/artifact (this includes any document produced according to the CAP) to POC

5. POC enters action items completions into Audit Tracking system

6. POC sends Action Item artifact to CFO

7. CFO forwards Artifact to IG

8. After all Action Items are complete, the POC creates Program Determination Letter (PDL) and forwards to CFO to initiate Audit closure cycle

9. CFO forwards PDL to IG

10. IG closes audit

